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O~tober 18, 1976

M E M 6 RAN DUM

TO: All Staff

FROM: Hamilton Jordan

SUBJECT: Guidelines for Preservation of Carter

Presidential Campaign Records

,,
']

Governor Carter has asked the Georgia State Archives to store all records,

and files of his Presidential campaign. The Archives has agreed. The

following guidelines are provided to insure the orderly gathering of
records for transfer to archives and to insure our ability to locate

specific papers after they have been stored.

Retention Standards

The retention standards are simple: Save Everything! Fiscal records'must

be kept under Federal law. Everything else related to the campaign has

potential historical value. "Everything" includes such things as:

schedules

internal correspondence

tapes & other recordings
procedure documentation

daily/weekly reports
bUdgets/fiscal records

organization charts
••

newsletters

photographs

calendars

information packages
reference materials

press clippings
polling data
d.irectories

legal files
volunteer r~cords

external correspondence

any campaign materials

working papers
name lists/ contact lists

automated computer files
speeches
breifing books
task force recommendations

If you want to keep anything, please copy it and keep the copy. Originals

should go to the Archives. They belong to the campaign.

Transmittal Forms

The Archives has furnished a standard tr~Jsmittal form (AR-48-7l adapted)

which provides for file series identification and for file inventory. A

copy is attached. Please xerox the number you will need.

Description

The form has ~o pages: the first requests basic information and

provides space for a file inventory; the second page is for continuation
of the inventory.

File series.;: ~~

A file series is a complete set of inter-relatJd files. A series can

be relatively large in volume such as general co~respondence files or

relatively small in volume such as a single individuals working files.

(A set of forms should be completed for each file series).
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A copy and an ,original should be made of each se tl'cJ!:' forms. The
copy should be placed inside the # 1 box in each file series. The
original should be sent in an envelope to

'. '-'J' '.. ' John Martin :':.C

,_. ':'i:,'" i." ~c',\ r Carter-Mondale C~mpaign
,V-,' '.. '22nd Floor-Room 127

100 Colony Square

Atlanta, Georgia 30309

Filling Out the Forms

A. J:n the ,spaoe.~lllarkedi"From: (name and address) ;" give the name
of the individual ,responsible for the file series and the

division or: field:headquartersJ Carter - Mandale Campaign; and

theaaaress.- Check Agent.

B. In space * 1 check Archives.

c. In space * 2 put Jimmy Carter.
, ':.;. "f" ~.j.''';1 ") .-

D. Space # 3 :allows for, the restriction of access to the file series
after storage in Archives. There are three basic classifications:

,.

"l.-·unliadted public access'

2• Limited Aoee,"~i

access restricted to specific individuals (give names)

3•.:,'.~lItrictedr
cOJll)letely restricted (give -a date when restriction can
be lifted)

.Governor Carter and his authorized agents can allow access to any

file at any time. (Note: Governor has always been open about
his actions and records. Very few of his reco~ds as Governor have
been classified~' Please exercise restrictions with care.)

(' 'l"}

E. In space #4put the name of the individual listed in the bOx
headed "From: (name and addressL'1

, .

F. Leave # S,blank.

G. In space * 6 give the telephone number of the individual listed in
space * 4.

H. In space * 7 give a description of the use and content of the file

series. This does not need to be a one line description. Use as

many lines as needed (within reason) to describe the series.

I. In space * 8 put the date.
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J. In the column on the left side of the Pd(Je, num15er the storaye

boxes used for the file series.

K. In the "Description of Contents of Each Box" column, list ~he

file heading each folder that i~ stored in this particular box.

If the folders have only alphabetized or numerical headings it
is not necessary to list each folder.

Packing Procedure

Boxes

We have a standard storage box which is compatible with the storage
facilities at Archives. (Boxes can be obtained from John Martin or

Curtis Allen at 897-5079). Each box will accomodate 3/4 to 1 com~

plete file drawer depending on whether the material is letter or
legal size.

Packing

Papers should remain in the file folders when packed. The folders
should be packed standing up in the box as they would be in the file

drawer. There is no need to overfill the boxes as we have plenty.
Each box should be numbered and the contents of each box should be

listed on the transmittal sheet. You may also want to label each box
't If \1.,
1. se • 4J~

"

Packing should begin immediately for file series which are no longer

in use, especially primary records. Packing for the remainder of the
campaign materials should begin soon. All files should be processed
by November 5.

Holding Area

A temporary holding area has been setup on the 22nd Floor of the

100 Colony Square Building. All boxes 'should be sent there to the
attention of John Martin. An area for confidential material is also

available. If confidential material is being transmitted, prior

notice should~given to John, Martin at 897-5078 •
. .

Assistance

If you need assistance, please contact John Martin at 897-5078.
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Atlanta, Georgia 30334

State of Georgia
Office of the Secretary of State"

Georgia Department of Archives and History

Pogo.I'ogo 1 of

1. Ship to: 0 Archives

tI . For Archives or Records Cent~ Use Only
Accession No. I Record Group No.

I

\ Signature I Date Records Received
l

2. Donor tif not named at left)

one: Donor

Agent

From: (Name and address

Slo"dor<I"Fo,n) AH-41l-71 (adapted

3 .Cite security classification and/or restriction on use, if any.

4. Person to Contact: 5. Building and room number • • Phone number

7. Descri ption of Records: 8. Date Sent:

Box No. Description of Contents of Each Box " Spe~ial Instructions
Access. etc.
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))pe(~ial Instructions
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Sliltll of G(:9Iyia
Ottice 01 the St'Crctary of Slaw

Gcoryia Oep.Htlllent of Archive~ and History

MAXIE WELLS
P.O •. BOX .J.976

AT~TA, GEORGI~ 3~~Ol

"jl\j" I IJI

041111RecordS Ruccl\/,,(j

o Archivt:$ ,1. Ship to:

2. Donor (if not named at left)

JIMMY CARTER

ISilloillurll

i for ArclllllUS ur Atlcorus COllter Use Ollly

I Aqll$llOn No. I Recold GlOuP No.
I

__ J'jonor
...lL- Agen t

Atlanta, Gt:;orgi<l 30334

Fr<l,,"; (N.ffi41a~ui1dareu)' . Check one:

3.Clie I~Uritv-ci'»lificatlcin.n~Ql';;~~ri~iip,9!'\!I".~••.•v.

'. Phone number

912/824-3366

~'Pllta S~nt:

QNI,~M:':'l'ED'PijBLIC

~~q$9$

fo'

I

~ ,* * ;*
"j. ).

. . ;..', , • :/,~ i.q ~"

CONTA,J:N$ . MANY' . ~P\fR;I'.\'':J;'~~
, " .. : - ,':;":: " :':,':,1:- "::, :."

'. NOTI£S '~~9~GQV'f;Rt'l9~::91\.~t~·~.
. ~.• -" -':;, "'.,'" ,"'/ .,'-{'" .!. ,** * *

DEBA,TS WO'l'~$
, MA,pERt$' OIGE~'l" .AATtf,':L.S ;;, '.

TWOFO~DERS, 'ol'~no~,·,:~:t.~·
.' ,I. " '_", " ,,': -: , "i ~~' '" , " .;

NONE

1

.4)·Person t(f.cont~cl:-~PY "
~!$ WELAS '

7:Descri~iQnaf·iR;o6rd$?'''---·--/·:~'~~!;.::·, .
JIMMY CARTEllSPEEClfSS;"PMf't'S, NO';rE;W, ANp· SrAT~N'l'S
PEBATE NO'1'E~.1 ~.q~~'.~i 19;,~~W.'~~'Jl~9~,~ij()N~ 'qJ\LLS .

, ..•.....,'•..... , /...<;.,' ••..••••.:';,,'..:., ,,0 •••.•••• '

Box No . t ;Q~s~~1f)tlQn'QfCql}ttmt$ ;Qf '1i;,~Box
i _....~' '. ',1 .' .' 1:'.-: '. ·,.t ':.'0.:,: .." /' " " ,'-';, ',' ',,' -', - ;-, ," : , _ > "'"
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SPEECH NOTES AND STATE~ENTS

CONVENTION THROUGH G~NERAL ELEC~ION

SPEECH MEMOS (From St4ff)

SPEECH NOTES

CMarlfed)~
"

SPEECH NOTES (Unmarked)

~CQNOMY

AFL-crO SPEE,CH
Washing1;on, n'. C,
August 31, 197~

AFL-CIO!DEARBOI\NSPEECH
Dearborn, Michigan "
September 15,19.76

AL SMITH DrNNERSP~ECH
New York, ,New York'

October 21,:J.97~·

AMERICAN BAR AS~OCI~~+gNSPEECH
Atlanta, Georgi~ '
August,7,J.,97q

,1 , d

ACCEPTANCE SPEECii ~1;p(jil~q;,at~c~"'t.iQpalConvention
New York, New ¥,ork ' " '" , '
Thursday, July ?a;

AMERICAN LEGION SP£l:JCll
Seattle, Waf!ihin9~o:q
August 24, 1976;' ,

AMERICAN PUBLIC H~~'l'l{ASSOCIA'l;'+ON.~PE~C.H
Miami, Florida "
October l~, 1976

B INAI B IRITH SPEECf~ it B,' qai B tJ,;~tl\ Convention
Washington, D~ C~'" .'
September ~, 1976

CATHOLIC CJIAIUTIES SPE~CH

CLOSED GOVERNMENT INSERT

Became,part of ,standard sturn.p$,peech
First delivered in A1b~qu~rYiNew Mexico
October a ,1976 " "

FORD PRESS COijFERENCES
(Lack of), etc.



SPEECH NOTES AND STATEMEN~5
CONVENTION THROUGH GENERAL iLECTION
PAGE TWO

\
CRIME SPEECH
Detroit, Michigan
October 15~ 1976

DEMOCRATIC DINNER INSERT

HOfSTRA UNIVERSIT~
New Y9rk, New'¥ork
October 28, 1~76,

" " •• c. ','

HOUSTON SPEECli
Houston, Texas'
September 24,1976

III SEE AN AMIUUC~" ENDINCl
, \' , ., ,

GOVERNMEN'!'m::p~GM~IZA'rIOli ~TA,TF;~,+,
ColUIllbus, Opio News C9nfe;l;"~~~ .",
September 9, J.97~ "',r."

.. ,. -.,.

", I

fOURTH OF JUL): SJ?"<;:Ji

EARl1 SP~ECH.
Dei Moines, :S:owa

August 25, 1976 ~

FARM WORKERS' 'STA,'1'EN:EN'r ,', " .'. ~ROJ?OqITION 14
Spo:ken ov~r J?holleto Unj,.t;~d'i-t'ID ~9;r;'tce.f,' '

9f AmerJ.ca,A,fL"'Cl:O q~Qv~Jl'F~on:;, '.. "
Fresno, Cali~orniq"
September 5, 1~.76, 5 ~QO l>.J4~'.', '-, 1« ;"

ITALIAN/AMER~CAN DINN$RSP~ECH
WashingtoJlt J;). C•.. "'l'
September 16, 1976

LIBERAL PARTY PINN~R aPEECH
New York, New York,
October 14, 1976

MANCHESTER RALLY SP~ECH

Manchester, New ij~ps~;~,
August 3, 1976 ,'.

MAYORS' CONFERENCE SPEECH,



SPEECH NOTES AND STATEMENTS
CONVENTION THROUGH GENERAL ELECTION
PAGE THRE;E

MEDICAID STATEMEN~
Phoenix, Ari~ona
September ~4, 1~7~

HUMAN RIGHTS

OaY JC
p~qr.t;iQ

•.• ~; '.:' ,i' .~, .,.' co ";.' - .• ,

NOTRE DAME SPE~CH
South Bend, Indiana
October 10, 1976

NEW YORK RALLY SPE~CU
Sid,ewalk Speeoh P4li.1.iw~.t'.d

Arrived in New'York,f6r
National' CQnv~n,tiQ~'

New York, New Yot'~"" ,
July 11, 1976

SMALL BU~INES~ s~~cn
Bi.r:min9haJn,'~1~b~.'
September 13,'li'l1'"

SOCIALS~GU~~~~\.:1;~~~~N,t .
August 14,' J,97q""t:i/" '. '

, ' .. ,., '-' .. '.' .

TAX STATEMEWT:", ~ ,,;
New OrlE~a~U$~ L~ij~~~,~~"
October 30,1916 "'-','hi',

'-' .": '>'i':·t:\ihi':

"PEOPLE RULl;l~'IN$BM ,,'ii'. ;,"'"

· ·.'... ·t.\'~:r(,':,¥:,;·:fii~.l~f
P:£{OJ;>ERTy,T,AX.~;~",W_~">. ,~,";;:,
Mission Vi,~~9;'C~~4fO;;n~a,
September ~6:~}:1.'1" '

:~",\:.:J ,'j),,-- .. 1_ ",1"

PUBLIC CIT~,~mar9:!l~.~fE~G~;.,,/,,·,i:
W· h' t .···'n'.· f"t.'-" ,,',' :.' ;.',,:.' ...•• ·,i.,' .,-1. (.aSJ..ng, QX1,f;Y- ••:.:" ••....• i'. " , ...::.,~,!,.;,;.;.;;';;.
Augua't Q 1 .• 7£""""'" ·t· . " ,?;'.;;. ,,'. ""'" .~ w· ..·.·,· .. ".' .....•..

. /i,:. :,:",.,_:::"~, ',", ,I. ' /".J,~.~.;/~'<

PU~SK:r' Pl\.Xi; J?:t;~~~,~.~~C:ll
Ch.~c~S10' J;l:j.~p;q,~ftl,·"',',' .'.", .

. l;;'!','"i'r-}
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TOWN HALL FORUM SPEECH
Los Angeles, California
August 23, 1976

UNITED. NATIONS S~EECH
New York, New Yqrk
May 13, 1976 .

VOTER EDUCATION PROJECT DINNER
Atlanta, G~orgia .
August 30, 19'7~' .

VOLUNTEERISM SpeECH

WARM S~RI~GS~~~EC~
Warm Spr,itl~Si,:.G~q~g~~·
Labo'r D~y, •..•~'~l~:" .

WOMEN'S ~Pl;1111r'

NUCLEAR ENERGY

ALSO CONTAINS
LASOR DAY STATEMENTS


